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well to all first-time presentations at formal meetings and conferences open to the public made by 
Census Bureau staff on their work or on Census Bureau programs.  It is the responsibility of 
each associate director or division chief to ensure that the content and quality of other documents 
and presentations, such as internal newsletters or handouts, which may not be explicitly covered 
by this standard are in conformance with the criteria for review and approval set forth in this 
standard. 

Relation to Other Review Processes 

Two chapters of the Census Bureau Policies and Procedures Manual and a Department of 
Commerce Order are relevant to this standard:  

C	 Chapter B-6 – “Correspondence Management Staff and the Correspondence Guidelines” 
http://cww.census.gov/amsd/services/ppm/docs/b6.htm (Requires access to the Census 
Bureau’s Intranet) 

C	 Chapter B-13 – “Clearance and Release of Public Information Materials” 
http://cww.census.gov/amsd/services/ppm/docs/b13ppm.htm (Requires access to the 
Census Bureau’s Intranet) and 

C	 Department of Commerce Order – “Outside Writing and Speaking: Departmental 
Approval” (DAO 219-1) – 
http://dms.osec.doc.gov/cgi-bin/doit.cgi?204:112:e94ba354622347c8bb6f0ff9565b8fe478 
86471635be775d03e4301ce878fc31:297 

This standard does not replace requirements outlined in these three documents, but provides a 
review and approval process for the documents that may fall within the scope of Chapter B-6, 
Chapter B-13 or DAO 219-1. 

Chapter B-6 sets forth the policy regarding the preparation of correspondence for the Director 
and Deputy Director of the Census Bureau, and the Secretary, Deputy Secretary, and 
Under/Assistant Secretaries of the Department of Commerce.  The Correspondence Quality 
Assurance Staff is responsible for controlling and processing all incoming and outgoing 
correspondence directed to or signed by the officials mentioned above.  Such correspondence 
includes: Congressional letters, White House referrals, Department of Commerce referrals, 
Secretarial responses, Certifications, Federal Register Notices, Memoranda of Understanding, 
Memoranda of Agreement, and survey and census form letters.  The objectives of the review and 
approval process are to ensure quality correspondence and the coordination and timely 
dissemination of information in compliance with the Department of Commerce and Census 
Bureau policies, practices, procedures, and stylistic preferences. 

Chapter B-13 sets forth procedures for clearing speeches, publications, news releases, certain 
news media contracts, and other informational programs.  The Census Bureau’s Public 
Information Office oversees this clearance process.  Those individuals approving documents 
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The exemption from this standard does not change the requirement to have the research 
projects approved by the Census Bureau prior to commencing work at the Census Bureau, 
nor does it change the requirement to undergo Census Bureau disclosure review prior to 
publication. 

2.	 Review and Approval of Presentations and Discussant Comments.  The Census Bureau 
requires a  review of all first-time presentations and discussant remarks made by Census 
Bureau staff at formal meetings and conferences open to the public (including advisory and 
data user meetings).  All such presentations must have a dry run.  The presenter’s division 
chief is responsible for ensuring that a dry run is scheduled for the presenter with senior 
division management.  If the presentation has statistical or methodological content, a 
Research and Methods Assistant Division Chief must be invited to attend the dry run.  The 
dry run is intended to ensure appropriate context for the presentation and to assist the 
presenter in preparing answers for the questions that the discussant or audience may ask. 
Since a dry run of a discussant’s or panelist’s remarks is not usually possible prior to a 
scheduled meeting, the Associate Director may review with the individual his/her approach to 
the discussion and approve the individual’s presentation based on that discussion and the 
individual’s expertise. The presenters should bring copies of their presentation to the dry run. 
Standard Census Bureau presentation templates have been designed and are available on the 
Census Bureau’s Corporate Identity Intranet website 
http://cww.acsd.census.gov/services/Publications_Printing_and_Forms_Design_Services/Cen 
susIDStandards.htm. 
Staff members from the Communications Directorate are available to critique presentations. 

Table 1.  Review of Documents 
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